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SECRETARIAL DUTIES 


As visualized by one advanced student bent on putting her 








_ theories into practice when she enters the business office 
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BUILDING SKILL ON THE JOB 


Reminiscences of her first days in a law office that will 
suggest how you. too, can make good and grow on your job 


ELEANOR DOBKIN 


itt Long Island Universits 
Arts and Sciences 


W 





Pe Greece Warten. February, joge &* 


So You Want To Be a Legal Secretary! 
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Legal Terms and Phrases 
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“Match “Em Up” 4 
Quiz 


BORIS RANDOLPH 
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RAM 
ROD 
RUN 
SET 
SIC 
SUN 
TEE 
TON 
WAN 
WAY 
WIG 


HER 29 
HID 30 
IMP 31 
KEN 32. 
LAM 33 
LET 34 
LIT 35 
MAN 3 
MAT 37 
MID 38 


1. AGI 15 
2. AIR l¢ 
3. ANT 17 
$+. ASK 18 
5. ATE 19 
6. BED 20 
CUR 21 
8. DAY 22 
DEE 23 
10. DEN 24. 
11. EAR 25. OUT 39 
12. FOR 26. PEN 40. 
13. GAD 7. PER 
. POT 
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Information Desk 
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Technique of Handling Clients 


VELMA L. HARVEY 
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WELCOMING NEW STUDENTS 


Some helpful hints for beginners, and a drill on Proper 


Names for advanced students and practicing stenographers 
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Proper Names 


Including the fifty commonest in New York, Chicago, Philadelphia, and Boston, and 
in England, Ireland, Scotland and Wales 
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Punctuation in a Nutshell 


P eriod 


Question 
Mark 


Exclama- 
tion Point 


Colon 


Semicolon 


Quotation 
Marks 


Comma 


Dash 


Paren- 
theses 


Brackets 


Tr 


a 
b 


By Lottie Caton Abbott 


At the end of sentences. 
After abbreviations 


At the end of direct questions. 

After each question in a series. Complete questions should begin with capitals: 
‘But where are the stocks? the bonds? the evidence of prosperity?’’—** Did 
you get a letter? Did you send it right on to Mother? And did you send the 
pac kages, roo?’ 

Enclosed in parentheses (?) to express uncertainty. 


After interjections and exclamatory expressions 


lo introduce enumeration of articles or particulars. 
lo introduce long quotations 
Before concrete illustrations of a general statement 


After the words ‘‘following, “in the following manner,"’ ‘‘thus,”’ ‘‘these,”’ 
‘two,’ “‘three,’’ etc 
After salutation of letter: ‘‘Dear Sir:"" “‘Gentlemen 


lo separate compound sentences when members are subdivided by semicolons. 


Between members of compound sentence when conjunction is not expressed. 
Between members of compound sentence when conjunction is expressed and 
the parts are subdivided by commas 

Between co-ordinate clauses joined by conjunctive adverbs such as ‘‘accord- 


ingly,” *“‘consequently, “‘however, ‘‘nevertheless,'’ ‘‘otherwise,"’ ‘‘at least,” 
etc. 
Before such words as ‘*‘for example,”’ ‘‘for instance,"’ *‘namely,”’ ‘*viz.,"" etc. 


To enclose exact words of speaker or writer, or 

Titles of books, articles, and plays. 

lo enclose special words, objectionable words, slang, etc., or 

Words used aside from original meaning, or 

Technical words and Trade names 

Quotations consisting of more than one paragraph, use quotation marks at the 
beginning of each paragraph and at the end of last one 

Quotations within quotations require single quotation marks 

Note If question mark (?), exclamation point ('), colon . Or semicolon (; 
are included in the quotation, place quotation marks after point: if not, use 
quotation marks betore. Commas and periods should always be placed inside 
quotation marks, regardless of context. 


Separate clauses joined by co-ordinate conjunctions (and, burt, etc 

To set off nonrestrictive clauses (additional thought or explanation 
Introductory expressions adverbial, participial, infinitive conditional or pre- 
paratory clauses introducing principal clause any clause out of order. 

lo separate contrasted expressions 

Before SHORT quotations. 

Used to show important omissions 

Used to set off parenthetical expressions, words in apposition, intermediate 
expressions, and direct address. 

lo separate words or phrases used in series 

lo prevent ambiguity 

lo separate figures—1,675,500,756. 


Abrupt change. 
To set off parenthetical expressions wherever commas would not give sufficient 


emphasis: ‘‘These written promises to pay—for indeed they are promises 
are called promissory notes.”’ 

To introduce a summary of particulars. Much used in sales letters for em- 
phasis. Sometimes introducing “‘for example,"” etc 

Used after subheads and to introduce names of person quoted Nore 
‘‘Writers that do not,”’ etc. ‘“‘Many good things are lost by not asking for 
them."’—McKinley. 

Used to show omission of letters and figures: Miss M Pages 15—17. 

After series of clauses separated by semicolons and depending on final clause: 
“If we think of glory in the field; of wisdom in the cabinet; of the purest 
patriotism; of morals without stain—the august Washington presents itself 
as the personification of all these ideas.”" 

Used instead of parentheses for informality. 


lo separate letters, words, or expressions having no bearing upon the thought. 
To enclose figures following amount expressed in words. 


lo enclose explanations made by someone other than speaker. (In type, not 
on typewriter 
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STUDENTS’ 5-POINTPROGRAM 


Point 5—Need for more concentration on speed and accuracy 








in typing, and for development of skill in office practice also 


FLORENCE ELAINE ULRICH 
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A “Personality” Chart 
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PION SUPERVISORS’ ASSOCIATION, New York City 


FAPLANATION 


Of conservative cut and color 

Of conser ative cut and color Modish. but mot extra re as to 
lemeth of shirt and slee: e and as ta depth of neckline bien 
is to heniline 

Tevveenceuslate bree from rip and tear bemiinine 

Modi-h and becoming. but not rukish or bizarre 

Clean Straight of heel (onm-ersvative Fragcmentarys heels 
and toe. are in poor taste 

Appropriate to the costume Ul nobtrusive 





Clean. vital. meat. suitably coiffed for daytime wear. Of natural 
color 

Clean and clear 

Following the natural line-~ 

bree from stain 

Well tended bree from nicotine or other stain Restrained 
tinting permissible if de<ired 

Restrained suited te dastime wear and to one’= natural 
color 

Bends erect Shoulders bach 

Step light and <prines 

Chuset Avoid «~«wimaing in wide are on walking 

Pleasant Well modulated 

Clearly enunciated Restricted te accepted usade A deme taere 
of slang orf collencgentcali~tees 

\equired by balanced diet. rest, and reereation 

(.: oom capacits for sustained eort 

Self-possession and control under ordinary circumstances and 
under pressure 

Indicating an intelligent curiosity 

At all times 

Ability to siew the job as dissociated from per<onalities in it. 
Ability te accept eriticiem and praise constructivels 
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February Test Material 


iil clubs of test papers should be accompanied by a typewritten list of names to expedite 
checking and insure accuracy in making out certificates. February copy is good as member- 


ship tests for O. 1 ln Ge oa OO ee So 


A. T. Test 


INSTRUCTIONS Arrange the following Table 
of Contents in outline form. Capitalize main head- 
ings (1 to V) and CHAPTERS, and underscore 
chapter headings 

Minimum office standard 
first writing in 30 minutes 


Senior O. 


Satisfactory work on 


TABLE OF CONTENTS PART I. 
ASTRONOMY 
CHAPTER I. The Solar System 


1. Planets 2. Stars CHAPTER II. The 
Sundial A. A Sundial 1. Sun Time 2. 
Star Time 3. Greenwich Mean Time 4. 
Time Belts B. Construction of a Sundial 
1. Determination of Longitude and Lati- 
tude 2. The Altitude of the Sun 3. De- 
termination of the True North (a) By 
means of a Watch (b) By means of the 
Pole Star CHAPTER III. Clocks and 
Watches 1. The Winding Mechanism 
2. The Wheels and Hands 3. The Pendu- 


lum of a Clock 4. The Escapement 
5. The Balance Wheel PART II. HEAT 
CHAPTER IV. Sources of Heat 1 


Fuels 2. The Sun as a Source of Heat 
3. The Heat of the Body CHAPTER V 
The Thermometer A. A Thermometer 
i. Distance Thermometry 2. Maximum 
and Minimum Thermometers 3. The 
Clinical Thermometer B. Application of 
Thermometer 1. The Temperature of the 
Body 2. The Skin as a Heat Regulator 
3. Measurement of Very High Temperatures 


CHAPTER VI. The Thermostat A.A 
Thermostat 1. Expansion of Solids 2 
Expansion of Liquids 3. Expansion of 
Gases 4. Physical Effects of Heat 5S. 


Advantages and Disadvantages of Expan- 
sion B. Application of Thermostat 1. 
Fire Alarms 2. A Thermograph 3. The 
Expansion of Water 4. The Freezing of a 


Pond PART III. LIGHT CHAPTER 
VII. Sources of Light 1. Natural 
Sources 2. Artificial Sources 3. The Im 


portance of Sunlight CHAPTER VIII 
Shadows 1. Light Travels in Straight 
Lines 2. Eclipses CHAPTER IX. 
Mirrors A. Basic Principles of the Mirror 
1. Reflection 2. Why We Can See Non- 
luminous Objects 3. Plane and Curved 
Mirrors 4. Lateral Inversion 5. Multiple 
Images B. Practical Applications 1. The 
Periscope 2. The Kaleidoscope 3. The 
Ophthalmoscope 4. Natural and Artificial 
Lighting 5. The Daylight Advertising 
Sign PARTIV. ELECTRICITY AND 
MAGNETISM CHAPTER X_ Elec- 
tricity—Its Sources and Uses CHAP- 
TER XI. Magnets 1. Artificial and 


1. until receipt of the March, 1946, issue.| 


3. Lines of Forces 
The Compass 1. The 
2. The Mariner’s Compass 


Natural 2. Properties 
CHAPTER XII. 


Land Compass 


3. The Earth’s Magnetism 4. The Gyro- 
compass PART  V. MECHANICS 
CHAPTER XIII. Energy 1. Force 2. 


Work 3. Horsepower 4. Sources of Energy 


Junior O. A. T. Test 


INSTRUCTIONS Type on one page the fol- 
lowing information about these strange animals of 
Australia. 


WORLD’S STRANGEST  ANI- 
MALS. Australia has an unusual as- 
sortment of animals. Best known is the 
kangaroo, which shares with the emu 
pride of place on the Commonwealth 
coat of arms. It has a long, powerful 
tail, which it uses as a third support 
when sitting up, and its head resembles 
that of a deer. Large quantities of its 
furry skins, which are grey, brown, or 
tawny red, are exported for shoe and 
bag leather. 

The koala is the most popular animal. 
It weighs about 20 Ibs., when fully 
grown, has a soft, round, furry body, 
and a friendly way. It is a night animal, 
which spends most of its day sitting in 
the fork of a eucalyptus tree, on the fo- 
liage of which it lives. It will die if its 
normal food is not available. It drinks 
nothing, obtaining what moisture it re- 
quires from the juice of the eucalyptus 
leaves. 

Zodlogists agree that the platypus is 
the biggest contradiction known to sci- 
ence. It has the characteristics of animal, 
bird, and fish. Its furry body is about 18 
inches long. It has a six-inch tail, not 
unlike that of a beaver, a duck bill, and 
webbed feet, ending in claws. It is 
equally at home in water or on land. The 
platypus is classified as a monotreme and 
the only other creature of this class also 
lives in Australia—the echidna, which 
resembles the porcupine of other 
countries. 

The dingo, or wild dog, is one of the 
few carnivorous animals in Australia. 
It howls mournfully at night and takes 
delight in killing, like the coyotes of the 
American West. Dingos, have reddish- 
yellow hair, and are about the size of 
the coyote. 

Yes, Australia has an unusual assort- 
ment of animals! 
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February Competent Typist Test 


lse double spacing in typing this test 


It is significant that books rebound for libraries wear 
more than three times as long as in their original 
bindings. The American Library Association standard 
practice for binding gives very specific instructions 
regarding the quality of material to be used. 

The chief recommendation of the librarians is that 
improvement be made in the publishers’ bindings. There 
are almost two thousand public and society libraries 
in the United States. Better original bindings would 
enable libraries to cut their enormous yearly appro- 
priations for rebinding, and divert some of this saving 
to the purchase of new books. 

There is an increasing tendency among publishers to 
have their binding done on contract by the larger book- 
binders. Naturally, bookbinders are very well informed 
as to the best materials for their purposes. They are 
practically unanimous in their opinion that good board 
is of prime importance and that binders board always 
makes a better binding than any substitute. Many of 
the binders who bind publishers’ books on contract also 
do an enormous amount of rebinding for libraries. 
These, and all reputable library binders, say that they 
use binders board exclusively for library binding, 
whether it is specified or not, for they know it is the 
only board that will give the required service. 

The majority of binders say they prefer not to use 
substitutes for this board in any case, but very often 
they are forced to because of severe competition for 


the publishers’ business. Binders agree that good board 
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adds to the value of the book far more than the one 
half to one cent it adds to the cost of the average-sized 
book. 

Many publishers believe that for certain books the 
quality of the binding is unimportant—but there are 
exceptions to this. One of the oldest publishing houses 
states that they do not believe fiction is subjected to 
hard wear, but they prefer to maintain the highest 
standards of quality in every book bearing their imprint. 
Therefore, for their fiction as well as for their general 
books, they use board and other materials for binding 
that are in keeping with the high standards of their 
house. 

There are, however, a number of publishers who are 
not well informed as to the materials used in any of 
their bindings. They are very much inclined to leave 
it to the binder. Where his contract permits him to do 
so at a legitimate profit, the binder uses good board 
because he knows it enables him to turn out better work. 
Many publishers have appreciated the increasing inter- 
est in good book making to the extent of paying more 
and more attention to design and typography. Unfor- 
tunately, the durability of bindings has not received its 
fair share of attention. 

Book dealers who were interviewed said that the 
interest in better made books is widespread and rapidly 
increasing. They say that although the general standard 
of publishers’ bindings is not high, the revival of printing 
as an art is drawing more and more attention to good 
binding. Many publishers are making books of very 
beautiful design, and many of them are bringing the 
quality of their bindings up to a standard more in keep- 
ing with the beauty of their designs.—“Bound to Last,” 


Binders Board Manufacturers Association. 


[Repeat from the beginning until end of the ten-minute test period 
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Typist Practical Speed Test 


First determine your best speed on the Competent Typist Test (page 300). Then 


test for comparison, and see how closely you can approximate your rate on this 


month's C.T. Test. 


In 1820, a century and a quarter ago, the earnings of unskilled male 
workers in the northeastern states of this country averaged $3.84 a week. 
The figures for the earlier years were compiled by Carroll D. Wright, the 
first United States Commissioner of Labor. 

They rose rapidly during the Civil War, and then continued to advance 
more slowly until 1873. After that they lost part of their gains in the long 
depression of the 70’s. Their increase from 1861 to 1873 was one of 52 per 
cent. They acted somewhat similarly in the period of World War I. They 
rose rapidly during the war years, and then kept on advancing until 1920. 
They then lost part of their gains in the depression of 1921. Their increase 
from 1914 to 1920 amounted to 133 per cent. In this war period they in- 
creased from 1939 into 1945, and that advance has amounted so far to 88 
per cent. 

Their decrease in the secondary postwar depression of the 70’s was 18 
per cent. In the primary postwar depression following World War I their 
decrease amounted to 22 per cent. In the Great Depression of the 1930's 
it amounted to 41 per cent. In most of the many other depressions of the 
long period covered they showed decreases that were so minor that they 
can scarcely be noted except in 1938, when they declined by some seven 
per cent. 

A general relationship between the earnings of unskilled male workers 
and those of skilled male workers in similar activities has prevailed with 
considerable constancy during this long period. It is that the earnings of 
the skilled workers have tended to be about 80 per cent higher than those 
of the unskilled workers. We cannot yet know whether that old rule will 
continue to prevail in this present period after the wage-scale readjustments 
that are now under way have settled down to some reasonable measure of 
stability. At the present time the earnings of unskilled male workers in 
24 industries, as reported by the National Industrial Conference Board, 
amount to $42.86. 
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Junior O. G. A. Test 
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The test given above is to be used for 


Membership only. If you wish to enter the 
Annual O.G.A. Contest announced in our 
December number, your specimen must be 
written from the Contest Copy given on 
page 298 

Specimens written from the Contest Copy 
will be considered for membership as well 
as for the Contest if addressed to the Mem- 
bership Examiner and accompanied by the 
usual examination fee. 
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The GREGG WRITER ROLL of 


HONORABLE MENTION WINNERS 





In addition to receiving the award, Honorable Mention is given in 

these columns to the students submitting the five best tests in each 

group during the previous month. This is a noteworthy honor for 
which every student should strive. 
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NEW YORK ANNUAL MEETING 


>’ Members of the New York State Shorthand Reporters Asso- 
ciation mark Seventieth Anniversary of their organization 
CHARLES LEE SWEM 


Official Shorthand Reporter, New York.Supreme Court 
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A page from Mr. Rifkin’s first 
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Vorris W. Rifkin, 
latest appointee to 
the Venu York 
Supreme Court re- 
porting staff, is 
shown here, ready 
to “take” it—left- 
handed. 


You saw a close-up 
of his hand and 
notes in the Learn- 
er’s Department 
last December. 








vy to Mr. Ritkin’s notes on the opposite page, i t rigiit ta 


see page 10 i \ t ri wor ; og i 





’ \f 
gy ‘ 
‘ \f 
i £ 
7 
‘ ’ 
’ > - : _ a. 
‘ , 
‘ | 
“ft t < 
i i i J 
‘ ‘ 
\ ~ 
‘ 
t ) 
‘ ty 
\ { I ri 
\f, ~ Ly A . 
i IN k 
; ; ‘ \ 
s ‘ i 
. L 
~ ~ err ) 
4 ' | : ‘ 
. \f 
‘ ‘ ’ 
a S N t ib i i \\ 
g itl\ i 
t " lieen + ¢ hy] ] P 7 
A i sion Wi la icKDOaTa Continued ” pace iJ0 








310 THe Grece Writer, February, & Gr 








| 
17 
c - 7 
n 
vil - 
i¢ . 
1. ) 
17 17 ip 
n- it 
\ . ls 
{ \ ’ 
, 
: 
= » r 
| Ly ) a S 
t ( c ' 
( \I Transcript of Mr. Rifkin’s Notes 
\\ ieee = ” 
{ () ? ~ 
~ ) \ \ ‘ ¥ 
f c ‘ 4 
( \ ( 
\\ 
‘\ —_ \ 
\ ( 
Latest Supreme Court 
Appointment in New York 
] \ \f Ly \ ‘ 
a R ' 
N } t 
\f IR \ 
1 \ 1945 | 
+ 1 ' 


When the Keys Stick 


% I " ‘ ‘ ‘% { 
‘ | ’ is y > 4 i i r ‘ : 
tr ) ‘ vr na ’ | ; ] hass¢ 14) Wesel na ’ asat ¢hig Gare ] 
V ind sa gra ) stiff brus ’ i 1 ype s . ' 
1 ia St) i> ' ‘ | a \\ ‘ « ‘ .) ‘ . ‘ : i , 
- ‘ ‘ ‘ ; ‘ T) 
1 





tary. & Grece Writer, February, 1946 311 


| WHo’s WHO IN SHORTHAND SPEED 


00 | Introducing First WAC to Win Diamond Medal 
EXAMINER A. A. BOWLE 
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Hunting the Snow 


; From WAYS OF THE WOODS 
By DALLAS LORE SHARP 
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Radar Readied as Safety Boon 


Travel 


Air Press Service, Washington, D. C. 
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A Good Stenographer 


\ lecture given by William Hickox. founder of the Hickox Shorthand School of 
Boston, Massachusetts. to his graduating elass January 10, 1901 
that is just as applicable today. 
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Graded Letters 


1. E. KLEIN 
For lL se with ¢ hapter Four of the Manual 
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Graded Letters 


4. E. KLEIN 
For Use with Chapter Five of the Manual 
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Graded Letters 


A. FE. KLEIN 
For Use with Chapter Six of the Manual 
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Aftermath of Atomie Researeh— 


5.000 New Products and Procedures 





} \s Condensed from “Purchasing” in “The Advertiser's Digest” 
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Home Grown Cork Crop from Acorns 


From the Industrial Press Service of the National Association of Manufacturers 
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Actual Business Letters 


Miscellaneous Mail 

















Due Greece Wrrrer. Februar 


By Wits and Wags 











